
  
  
  

  
  
  

  
  
  
  
  
  
  
  
  
  
  
  
  

  

  

  

Welcome   to   the   Vaccine   Management   System !   
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––   Purpose   ––   
  

The   purpose   of   this   User   Guide   is   to   provide   detailed   information   of   the   resources   
available   on   the   Clinic   Portal,   and   how   to   carry   out   the   tasks   and   responsibilities   of   
the   Clinician   role.   The   Clinic   Portal   will   be   used   by   the   Clinician   to   administer   
vaccines   and   maintain   the   vaccine   data.   

  
  
  
  
  

––   Role   Overview   ––   
  

The   role   of   the   Clinician   is   to   review   the   patient’s   personal   information,   screening   
questions,   immunization   history,   and   administer   the   selected   vaccine.   Upon   
administering   the   vaccine,   the   Clinician   is   responsible   for   recording   all   of   the   
required   vaccine   data.   

  
  
  
  

––   Clinic   Portal   Features   ––   
  

  

● Start   Appointments   

● Review   and   Verify   Patient   Personal   Information   

● Review   Immunization   History   

● Administer   Vaccines   and   Record   Patient   Data   
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Navigate   the   Clinic   Portal   as   Clinician   
  

1. From   the   Login   screen,   check   the   box   to   confirm   you   understand   and   will   
comply   with   confidentiality   and   acceptable   use   rules   and   click    Login .     

2. Log   into   the   Clinic   Portal   using   the   credentials   sent   to   your   registered   email   
address.   

  

  

  
  

Once   you   are   logged   in,   the   Appointments   Dashboard   will   display.   This   is   the   default   
view   for   the   Clinician.     
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 Look   Up   an   Appointment   ID   
  

Before   you   can   administer   the   vaccine,   you   may   need   to   retrieve   the   patient’s   
appointment.   This   section   reviews   the   steps   for   finding   the   Appointment   ID   if   the   
patient   is   unable   to   provide   it.     

  
You   will   begin   the   search   on   the   Dashboard,   searching   under   the   patient’s   
appointment   ID   or   their   entire   first   or   last   name   and   date   of   birth.     

  

If   you’re   unable   to   retrieve   the   appointment   with   a   basic   search,   you   will   use   the   
Advanced   Search   tool.   This   feature   lets   you   enter   as   few   as   three   letters   of   the   
patient’s   name,   which   can   be   helpful   if   a   name   was   misspelled   when   the   
appointment   was   scheduled.   The   steps   for   using   the   Advanced   Search   tool   are   
detailed   after   the   Dashboard   Search   

  

  

  

Dashboard   Search   

1. Click    the   dropdown   arrow   in   the   field   to   the   right   of   Search   By   and   select   the   
filter   you   want   to   use.     
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You   can   filter   by:   

● Appointment   ID   

● First   Name   and   DOB   (Date   of   Birth)   

● Last   Name   and   DOB   

  

  

  
Once   you   select   the   search   filter,   an   entry   field   will   display   that   corresponds   with   
your   selection.     

  
● Appointment   ID:    A   text   entry   box   displays.   Whenever   possible,   search   on   

Appointment   ID,   as   this   search   will   always   return   a   single   result.   

  

● Name   and   Date   of   Birth   (DOB):   A   text   entry   box   for   first   name   or   last   name   
will   display.   A   date   box   will   also   display   to   enter   or   select   the   DOB.   When   
using   either   of   the   name   filters   on   the   Dashboard   Search,   you   must   enter   the   
ENTIRE   first   or   last   name.   
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2. Enter    your   criteria     and    click     Search .     

  
  

The   dashboard   will   display   all   appointments   that   match   the   criteria   you   entered.   

  
  

Advanced   Search   

If   you   are   unable   to   retrieve   an   appointment   from   a   search   on   the   dashboard,   you   
have   additional   options   under   the   Advanced   Search   tool.   With   this   tool   you   can   
search   on   either   Phone   number   or   Date   of   Birth   (DOB)   and   partial   spellings   of   the   
patient’s   first,   middle,   or   last   name.     

  

This   tool   is   for   locating   appointments   only.    You   will   not   be   able   to   schedule,   
reschedule,   or   cancel   appointments   from   this   screen.   Once   you   retrieve   the   
appointment,   you   will   copy   the   Appointment   ID   and   enter   it   into   the   Dashboard   
Search   to   retrieve   the   appointment   and   complete   the   desired   action .   

1. Click   Advanced   Search   from   the   menu.   
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2. Enter    EITHER   a   phone   number   or   Date   of   Birth   into   the   designated   field.   
Once   you   enter   data   into   one   of   those   fields,   the   Name   field   will   become   
active.     

  

Enter    at   least   three   letters   of   the   first,   middle,   OR   last   name.   

  
  

Click   Search .   

  
  

If   multiple   results   are   returned,   you   can   click   on   any   column   title   to   sort   the   
data   in   that   column.   

  
  

When   you   retrieve   the   patient’s   appointment,   copy   the   Appointment   ID   so   
you   can   paste   it   into   the   Dashboard   Search   field   to   retrieve   the   patient’s   
record   for   check-in.   
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 Check   In   Patients   

In   some   locations,   you   may   need   to   check   in   patients   in   your   role   as   Clinician.   To   
check   in   a   patient,   you   will   need   the   QR   code   or   the   Appointment   ID.   The   steps   for   
finding   the   Appointment   ID    if   the   patient   doesn’t   have   it   are   reviewed   in   the   
previous   section.   

  

1. To   check   in   a   patient,   click    Patient   Check-in    on   the   menu   bar,   on   the   left   hand   side   
or   click    Check-in    from   the   dashboard.   The   Patient   check-in   screen   will   display.   

  

  

  

The   Patient   Check-In   screen   will   display.   
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2. To   begin   check-in,   you   can   scan   a   patient’s   QR   code   (received   in   their   confirmation   
email   or   text)   or   verify   and   enter   the   patient’s   Appointment   ID.     

a. To   scan   a   QR   code,   click   ‘ Launch   Scanner ’.   A   camera   will   launch   to   read   the   QR   
code.   Align   the   QR   code   with   the   camera   so   that   the   QR   code   is   showing   on   
screen.   

b. No   QR   code?   No   problem.   Just   enter   the   Appointment   ID   into   the   
Appointment   ID   field   and   click    Next.   

  

  
  

3. Verify   the   patient’s   personal   and   contact   information.     

You   can   update   information   by   typing   corrections   directly   into   the   field.   The   
updates   will   save   when   you   click   the   Next   button.     

  

Click    Next    when   the   patient’s   details   have   been   verified.   
  

NOTE :    Updates   to   the   Personal   and   Contact   Information   can   only   be   completed   
while   the   patient’s   status   is   Not   checked   in.   Once   they   are   checked-in,   this   
information   can   no   longer   be   changed.     
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4. Verify   the   insurance   information   

To   add   or   edit   the   insurance   information,   you   can   update   information   by   typing   
corrections   directly   into   the   field.     

Click    Next    when   the   information   is   verified.   

  

  

  

5. Ask   the   patient   the   screening   questions.    Click   Next    all   responses   have   been   
recorded.   
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6. Review   the   consent   to   ensure   consent   was   received   electronically.     

a. If   consent   was   not   received   electronically,   have   the   patient   fill   out   a   
paper   consent   and   check   the   box   stating   ‘Consent   Received   on   Paper.   

Click   Next.   

  
  

7. Confirm   the   appointment   details   and   ask   any   additional   questions   required   for   
vaccination.   If   the   patient   is   not   eligible   to   receive   the   vaccine   for   any   reason   (i.e.   
sickness),   you   can   reschedule   or   cancel   the   appointment   by   clicking   the   
Reschedule   or   Cancel   button.     

  

If   the   patient   is   confirmed   to   receive   the   vaccination,   click    Submit .     

  
  

The   appointment   status   will   update   and   the   clinician   can   select   Start   to   begin   the   
vaccination.   
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Start   Appointments   to   Administer   &   Document   the   Vaccine   
  

To   begin   the   process   of   starting   an   appointment,   retrieve   the   patient’s   
appointment   on   the   dashboard.   Review   the    steps   for   finding   the   appointment   ID    if   
the   patient   doesn’t   have   it.   

  
The   patient   must   be   in   checked-In   status   before   the   vaccine   can   be   administered.   
If   the   patient   status   is   not   checked   in,    review   the   steps   for   checking   in   a   patient .   

  
When   the   patient   is   checked-in   and   you   are   ready   to   administer   the   vaccine,   click   
Start.   

  
1. As   the   Clinician,   when   you   are   with   the   patient   and   ready   to   administer   the   

vaccine,   click   on     Start .   
  

  
    

  
2. The   patient’s   personal   information   will   be   displayed   on   the   screen.   Verify   the   

patient’s   personal   and   contact   information   with   them.   Click    Next    when   finished.     

Note:    Personal   and   contact   information   cannot   be   updated   at   this   time,   only   at   
check-in.   
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3. Review   and   verify   the   patient’s   screening   questions.   If   eligibility   to   receive   the   
vaccine   is   confirmed,   then   click    Next    to   proceed.   If   the   patient   is   not   eligible   to   
proceed,   click   the    Cancel    button   in   the   upper   right   corner   of   the   screen.   

  
  

4. Review   the   patient   information   displaying   on   the   Vaccination   History   from   ASIIS   
screen.   Confirm   the   name   and   DOB   displaying   are   that   of   the   patient   and    click   the   
number   displaying   under   ID    (this   is   a   hyperlink).   
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5. Review   the   patient’s   Immunization   History   populated   from   Arizona   State   
Immunization   Information   System   (ASIIS)   to   ensure   he/she   is   eligible   to   receive   the   
vaccination   today   (i.e.   has   waited   the   duration   between   doses,   has   not   already   
received   2   doses,   etc.).     

Note:    Not   all   patients   will   have   an   ASIIS   record.   This   is   either   because   this   is   their   
first   dose,   they   do   not   have   an   ASIIS   record   yet,   or   the   information   for   the   
appointment   does   match   their   ASIIS   record.     

Click    Next    to   proceed.   If   the   patient   is   not   eligible   to   proceed,   click    Cancel    in   the   
upper   right   corner   of   the   screen.   
  

  
  

  

Administer   Vaccine   and   Record   Data   
  

1. On   the   Vaccination   information   screen   that   displays,   select   the   Vaccine   Name   from   
the   dropdown   box.   Once   the   Vaccine   Name   is   selected,   other   maintained   fields   will   
auto-populate   (Manufacturer   &   Date   of   Expiry).   The   route   defaults   to   intramuscular   
but   can   be   changed.   

  

All   fields   with   an    *    are   required   and   must   be   completed.   Once   you   are   done   
entering   or   selecting   data   for   the   remaining   fields,    click     Complete.   

  
To   cancel   administration   of   a   vaccine,   click    Cancel    on   the   top   right.   
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2. The   Dashboard   will   now   display.    Retrieve   the   patient   record    and   confirm   the   
patient   status   displays   as   Done.   
  

  
  
  

All   vaccine   administrations   are   automatically   reported   to   ASIIS   electronically.   

  

This   concludes   the   instructions   for   the   Clinician   to   administer   vaccines   and   
maintain   vaccine   data.   

Please   contact   your   Site   Administrator   or   Organization   Unit   (OU)   Administrator   if   
you   have   any   questions   or   need   assistance   with   this   portal.   
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